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CONFIDENTIAL 1 


PSRSGHHEL OFFICE 

ACCQtffXJSHMSHSB - CALENDAR YEAR 1952 


lo General 

The mar© important accomplishments of th© Personae! Off in© during 
calendar year 1952 war© eoneaanaed with improving and broadening the rcrvices 
offered by the Personnel Office and uith strengthening th© career bos vice 
concept,, Tha ps>st year also sear the Agency bee one fairly 1 veil stabilised in 
its staffing® With personnel procurement limited largely to replacement of 
attrition, the emphasis shifted from recruitment to the development cf a 
wsll-rosasded personnel program® Steps in this direction during the year var© 
th© continuing improvement and s implif ica tlan of personnel procedures and 
records, the beginning of th© development of a personnel manual ('which gave 
vay to the new Agency system of regulatory Issuances), the completion of the 
coding of the qualifications of employees and applicants and the establish- 
ment of this data os machine records, improved personnel statistical reports 
and reporting procedures, and increased emphasis on in~sorvi.ee placement 
activities and employee services* Calendar year 1952 also saw a beginning to 
the isailisBentatlon of the Agency % policy for decentralising certain adminis- 
trative activities, including personnel operations* Si this connection, the 
Bara onnol Office was instrumental in the activation of th© Far East Administrative 
C ommand., 

2® Bersomsel ftrocxo*esnent 

a. As of 1 January 1952, the civilian strength of th© Agency (ox- 
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aad 8 Qpar&'&ions of th© year resulted in a art gafti gfi 

bringing th© total strength on 31 Bocembsr 1952 
parsamiel strength on 1 January 1952 uas^^ on 31 December 1952 there 

WQP ® ^^Bmilitary personnel, representing a net increase of IjSl (A 

^"25K9A2 

complete statistical suanary is attached as 1 fete A through. C.) Al though 
special rocruitemt, particularly to meat Project requirements nab 
a?eflaoted in the above figures, required intensive effort in certain 
areas, recruitment of non-clerical candidates became generally con- 
cerned with obtaining ropGLaesaont personnel., lb© scarcity of qualified 
clerical candidates required that this phase of recruitment activity 
bs conducted on a critical basis. 

b« Use lessening of quantitative requirements intensified the need 
fear selectivity in the rooruitaaeot process. During the last six mo n th s 
of 1951, approximately 1S$ of the candidates considered for Agency en~ 
pltyaent were appointed. During 1952, only about lQg of the caraSidatee 
applying were appointed. As a means of reducing unproductive recruit— 
mat contacts and as an aid to developing and productive 

sources, the Personnel Office completed the establishment of a eora- 
pcehensive Xeady&ouree Index, This index contains the of 
viduals, colleges and universities, industrial concerns* associatioBO, 
etc., with whom contact has been established. Source records ar® 
catalogued according to occt^ational groups and special afetTta bear 
notations as to contacts mode, security clearance of contacts, and re- 
sults obtained. At the same time, an impr o v e d system fear providing field 
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recruitment officers u ith currant para ca m el requirements information# 
including brief statements of qualifications desired# was established. 

Oo Tho schedule provided in Tab D reports the volume of typical 
work units in roorx&taneat activity during the year. 

3. Career Service Program 

a. Upon approval ty the Director of Central Intelligence of tbs 
program recommended by the CIA. Career Service Committee# the Personnel 
Office participated in the i mp le m entation of the program at all levels. 
Career Service Boards ware established In all major organizational 
oocspanenta and were assisted in defining and clarifying their functions 
and responsibilities . 

b. Study of specific proposals concerning honor awards# hazardous 
duty pay, longevity awards# selection of professional personnel, and 
esta blishm ent of an executive inventory was undertaken by working groups 
established by the Gil Career Service Board# with active participation 
of Personnel Office representatives. Additionally , a variety of statis- 
tical and other data was furnished for these projects. 

e. Installation of the Personnel Evaluation Report, approved as the 
basic tool of the Career Service Program# was accomplished. Appropriate 
regulatory and procedural materials, providing for the utilization of 
this reporting system in other personnel activities, were developed ty 
the Personnel Office and an intensive training program conducted jointly 
with the Office of Training. During the last three months of the year# 
action was initiated to obtain evaluations for all employees who had been 

on duty with the Agency for nine months or longer. 
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4* Haoaraeat and Utilization 

a* Considerable progress was m ad e In providing a placement program 
which goes beyond the Initial assignme nt phase* Sxtonsive use was 
made of the technique of follow-up interviews to determine the suita- 
bility of assignments iron the point of view of the supervisor and t he 
eaglcyee coacemod, This method assisted supervisors and placement 
officers In Identifying mis-aaBlgnmante before serious problems arose* 
Greafesi* e mphas is was placed on effecting reassignment or separation of 
employees whose performance was not satisfactory, 

b. 'She recording of qualifications data was greatly improved ty 
extension and refinement of machine reoerds shoving important personal 
data ? education# experience and other qualifications information, 2h 
completing this project# the Personnel Office developed code structures 
tailored to the Agency's needs and established current records for 
applicants, easloyeee and consultante. Approximately 6181 applicant 
files# 6398 eoglogre© questionnaires# and 224 consultant films ware 
coded in establishing these qualifications registers# ■ dhfa 'h are we d ess— 
tenslvely for both in-service placement end statistical purposes* 

e. A Placement Handbook, primarily for the use of Placement Officers, 
was published during the year. This handbook contains informtioml, 
regulatory and procedural material pertinent to placement and u tilizat ion 
activities* 

5. Classification and Wage Administration 

a, (be of the more si gn i f icant developments in the position classi- 
fication program was its extension to overseas activities. 3h order to 
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determine the effectiveness of the classification program for the field, 

25X1A6* 

a team of analysts visited the and conducted a cca~ 

prehensiv© survey of a type which Is cantoiaplated for all overseas areas, 
Eiis survey resulted in a number of roccraaon3a ticca regarding position 
allocations and staffing generally. 

b. Considerable progress was made in developing uniform titles and 
definitions for Agency positions and in establishing classification 
standards applicable to Agency positions, in this connection the 
Personnel Office developed a new format and questionnaire for obtaining 
job Information fear classification purposes. 

o. Special procedures ware established for review and action on 
recommendations concerning positions In grades GS-16, 17, and 13, A 
committee of lasy officials was established to review proposals far the 
establishment of positions at these levels as well as proposals for the 
assignment of individuals to these positions. 

6. Testing Program 

a. The schedule provided in Tab D reflects the volume of typical 
work units in the testing activity. 

b. The research program of the testing service was considerably 
broadened during the year, Projects were developed in the following 
areas* reliability studies of tests currently used; experimental "try- 
out” of new tests; validity studies on skill tests in terms of pre- 
dicting performance in training and In 0 on- job" situations; revision 
of normative data for Agency populations. The services of a consultant 

obtained to advise on the 



testing services offered generally and on research problems particularly. 
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7. ESsplogroe Services 

a. An informational handbook, (Mgal . 

Assmar. vm developed and publ i s he d for distribution to all Agency per- 
saunal* TMs handbook provides general information about the Agency, 
e o n dltlo pB of employment, end other material of interest to individual 
employees* 

b. An orientation program was initiated ty the Personnel Office to 
assist all new employees in acquainting themselves with the Agsnoy. 

Ibis is in ad d ition to the ecffiprobsnsiv© orientation course for profes- 
sional employees, provided by the Office of Training, is offered 

only once each quarter and is not designed to provide information on such 
subjects as leave, eaployee services, retirement benefits, etc* 3a 
addition, i n co m i ng cle r ical personnel now receive an intensive two-day 
trai n i ng session in Agency administrative procedures w hi le in the Interim 
Assignment Brandi of the P ar so a pal Office. 

o. Security considerations have in the past wa de it difficult, if 
ast impossible, for certain groups of Agency personnel to obtain low- 
cost hospit alizat ion and surgical insurance* Boring the year, various 
solutions to this problem ware explored and. a plan for providing ins u ranc e 
service in cooperation with Group Hospitalisation, 3be* was adopted. An 
Qaployee Services Staff has since been established to administer this 
program. 

d. Early in the year the Bersomnel Office initia ted a program of 
presentations an various personnel topics of interest to personnel and 
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adndnistmtlvo officers throughout the Agency. lyplcal e tflbfl eots 
pros Gated I n cl u d ed Civil Service retirement, perso nn el procureaaat, 
separation of unsa tisf actory ©employee©, airf the igsoojr^ position 
classification program, 3h addition, the Peractnaal Office pariici- 
pated in a jrogpsaa sponsored ty the Office of Training designed to 
acquaint fc»y Agency officials with general programs and problems cf 
an administrative nature* 

°* fiDproved service In the processing of ccssasieation « i*fow and 
retirement ftad conteibutians and refunds was made possible ip- the 
establishment of special secure channels within the Federal Agencies 
involved for h a nd l ing these oases. Siag&ified procedures for obtalnl^ 
adrinistratlve approval of u n us u al leave requests ware also established. 
3. Baraonaal Records and Reports 

a. Insta llation of tbs standard personnel records system contained 
in the Civil Service Commission^ Handbook S-SEL2, Basle Barsomel Records 
and Files System for Faderal Agencies, was completed* Service Record 
Cards (SF 7 ) ware converted to this system, and procedures for establish- 
ing the i"hplcyeo Record Card (CF 4b) In the operating offices were 
developed and lata? Installed. Standard Farm 52, Request for Personnel 
Action, was adopted for Agency use and a compjehaoslv© instruction 
pamphlet regarding tho initiation and processing of personnel actions wa s 
prepared and published. Salification of procedures for effecting per- 
sonnel actions involving a transfer of funds was undertaken* 
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b. Responsibility for the production of nil, peracaaoel statistics 
ond for record-keeping and jrocoeslng of tables of organization anfl 
personnel ceilings was transferred to the Parsanral Office daring the 
year* Plane far a consolidated mathly statistical report wore 
developed* 

9* Cb»gaMzatlonal Change* 

a* During the year, a Special Contracting and Allowances Staff 
las est ablished in the Personnel Office to administer the newly— 
assigned special contracting function and the overseas allowances 
ftasction. This Staff is responsible, in cooperation with the Office of 
the General Counsel, far the preparation of all Agency pers onal sendee 
contracts and other special contracts required in support of covert 
operations* Tbe Staff is also responsible for recoramonding to the 
Personnel Director the establishasnt of apodal allowanc es aid dif- 
ferencials which may be granted In lisa of or in the abs e n c e of 
standardized allowances and differentials and for periodically reviewing 
thea to ma ho such changes as nay be desirable or required ty con- 
ditions* 

b* Following a survey of the activities and operatic^ of the 
Testing, Standards and Training Branch of Personnel Division (Overt), 
this Branch taxs re-organized* Responsibility for operation of the per- 
sonnel pool was assigned to the newly-activated Interim Ass ignmen t B ranch 
aid the clerical training function was transferred to the Office of 
training* B» testing function was placed in the newly-eatablished 
Testing and Evaluation Di-vision* 
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c» In ardor to describe the fanctiois and respaoslbilitiee of 
those cocponants more appropriately, 13® Personnel Studies and 
Procedures Staff ■was re-nomad the Research and P l ann i ng Staff and the 
Career Management Division became the Career Devolopaont Staff* 
d» A chart showing the organisation of the Parsonael Office at 
the cloae of the year Is attached as Hah E. 
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